
DWR 525 (Rev. 1/09) Page 1 of 2 

State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 4
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Shannon Lee
	SUPERVISOR'S CLASS: Administrative Officer II (RA)
	personnel analyst: BLS
	personnel date: 03/20/14
	PERCENT OF TIME: 











45%










35%
	activity: POSITION SUMMARY
Under the general supervision of the Administrative Officer, the incumbent performs the full range of complex legal secretarial work and administrative responsibilities to provide support services to the attorneys and staff of the Office of the Chief Counsel.  

ESSENTIAL FUNCTIONS
This position requires the incumbent to have an understanding of the judicial process, Department and legal procedures and practices; independently perform complex clerical and legal secretarial work; establish and maintain effective working relationships; communicate effectively; exercise good judgment and discretion; analyze situations accurately and take effective action; and maintain consistent and regular attendance.  Following are the specific essential duties.

Perform complex clerical and administrative work of a responsible and technical nature involving various areas of law including water law, environmental law, personnel law, construction law, and contract law.  Draft and format correspondence and legal documents such as contracts, legal opinions, pleadings, table of contents, regulatory documents, legislative analyses, and other documents for administrative proceedings, state, federal, and appellate courts, opposing counsel, and others entities.  Draft and format correspondence for signature of the Director, Deputy Directors, and  Secretary of the Natural Resources Agency according to procedures set forth in DWR's Correspondence Procedures Manual.  Review legal documents and related correspondence for correct grammar, spelling, punctuation, legal terminology, and correct citation references and make corrections where necessary.  

Manage attorneys' calendars, schedule meetings with staff from DWR, state or federal agencies, outside counsel, and other entities, and coordinate and schedule depositions and other court-related services.  To assist attorneys in preparation for matters before administrative bodies and civil courts, create and prepare exhibits, requests for production of documents, and check all documents for accuracy.  
	classification: Legal Secretary
	appointee: Vacant
	dwr position number: 0130-1282-001/900
	sap personnel no: 
	sap position number: 50030547 or 50069279
	division: Executive/Office of the Chief Counsel
	mcr: 1
	percent 2: 



15%




5%
	activity2: Create and maintain extensive legal working files.  Provide backup support to Executive Assistant or other Legal Secretaries with similar duties and responsibilities including preparation of weekly activity report.

Make all travel arrangements for attorneys including preparation of itineraries, written requests to travel for the Director's signature, and all other documents required for approval to travel out of state and to Washington, DC, in accordance with DWR's Travel Procedures.  Prepare travel expense claims and training requests.

Special Projects - Assist in preparation, updating, and compiling of all materials for instructional binders for Water Law class offered to DWR employees throughout the year.  Act as backup to receptionist including delivery of office mail on a rotational basis and processing of contracts and office mail according to mail control procedures.  Copy material for attorneys and perform other duties as required.
	supervisor name: Shannon Lee
	employee name: Vacant


